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Child & Adult Care Food Program 
 

Child Care Centers 

CNP Web Tutorial 

FY2015 

Child Nutrition Programs 
Teaching and Learning Support 

801 West 10th Street, Suite 200 

P.O. Box 110500  

Juneau, Alaska    99811-0500 

Phone (907) 465-8711 

Fax (907) 465-8910 

 

Please note, our database is frequently modified by our contractor so the screen prints that you see in this tutorial may 

not match exactly what you see on your screen.  If you have questions you may contact the State Agency (SA) Child 

Nutrition Programs (CNP) for guidance. 

 

Bookmark the following URL address for EED Child Nutrition Programs webpage:  – 

http://education.alaska.gov/tls/cnp/ 

(Note – new web page address) 

 

Use this to access the CNP Web Login in right hand column 
 

 

Type in your User 

ID and Password 
that has been 

provided by the 

state agency (SA). 

 

 

If you are unable to 

access the internet 

at your facility you 

must apply for a 

waiver from SA to 

do hard copy 

updates and claims. 

 

http://education.alaska.gov/tls/cnp/
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Click on the orange 

puzzle piece to enter 

the CACFP 

Database 

 

 

 
 

 

 

 

 

Read Welcome page 

for any new alerts 

regarding the CNP 

Web, and click on 

Continue 
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Select the program 

year you wish to 

add update (2015) 
*Note- you can view 

prior year’s program 

information & claims 

but please DO NOT edit 

any prior year 

information. 

(Note: It will be 

available by the time 

you do this step) 

 

The sponsor sheet 

and sites from prior 

years will come 

forward into the new 

year. You will need 

to click the “Add” 

button to update 

your sponsor 

information sheet. 

 

Review your 

addresses and 

update as necessary. 

 

Review your 

authorized 

representative and 

food program 

contact & update as 

necessary.  If you 

are a non-profit 

there should be two 

different names.  
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Review your 

financial contact 

and update as 

necessary.  This is 

the person the SA 

will call if 

questions arise on 

claims. 

 
 

Media Release:  to announce participation in CACFP and affirm all children are 

treated equally.  Must submit to local media (template provided) and keep a copy.  

Not required to pay a fee. 

Make sure we 

have the correct 

type of sponsoring 

authority:   

*public 

*private non-profit 

*private for-profit  

 

Let the SA know if 

incorrect 

 

Answer the 

questions. 

 
 

USDA Commodities: 

   Bulk products available through USDA based on average daily attendance 

   Place order in February for following year 

   Products usually delivered in the fall 

   Need space for storage 

For Centers:  

Check if you’d 

like Cash-in-Lieu 

of Commodities 

(CIL) or 

Commodities. 

 

CIL rate changes 

yearly.  7/1/14-

6/30/15 = $.22.25 

per lunch/supper 

 

For Sponsors of 

FDCH:  These 

fields will auto fill 

after you’ve 

entered provider 

information. 
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Fill in who is 

responsible for the 

Confidential 

Income Statements 

(CIS) and the 

Claim. 

 

Please be specific 

when answering 

the questions. 

 

 

 

Disregard 

Questions 63 

& 64 (these 

are for 

sponsors of 

day care 

homes). 

 

Center 

sponsors 

MUST fill in 

the number of 

participants in 

each category.  

Put zero “0” if 

no 

participants in 

a particular 
category. 
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Certification 

Questions: 

Check after 

reading each 

paragraph. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Fill in all 

publicly 

funded 

programs. 

 

 

Check the box of 

the paragraph that 

applies to your 

program when you 

have read 

completely. 

 

*Center Sponsors 

should check box 

(87) 
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Review your 

responsible parties 

and update all 

information with 

home addresses of 

each contact.  

These people are 

responsible for the 

CACFP  

 

 

Submit comments 

as necessary. 

 

Click “Submit” to 

save the updated 

information. 

 

After clicking 

“Submit” you will 

see this screen.  The 

sponsor information 

sheet is now in 

Pending 

Submission.  Next 

update your sites by 

clicking “here” you 

will be brought 

back to the Sponsor 

Summary Page 

The Following Information is for Sponsors of Child Care Centers  

 

Click on “Add” to 

update the site 

information 

sheet(s). 

If you have new 

sites to add please 

see below for 

directions. 

 

You will need to 

click what type of 

site you are running 

– see below for 

definitions.   If you 

have one site with 

two different 

programs you will 

go through this 

process twice for 

the same site (i.e. a 
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If you have questions regarding the type of site you are running after reading the 

information below please feel free to contact CNS at (907) 465-4969. 

Child Care Center 

and an At-Risk 

After School Snack 

Center).   

If you want to add a brand new site you must e-mail the CACFP Specialist at SA and include the new 

site/center name.   The Specialist will add the site/center and indicate when it is ready for you to populate the 

database with all pertinent information. 

Child Care Center = Any public or private nonprofit or for-profit institution or facility licensed or approved 

to provide nonresidential child care services to enrolled children, primarily of preschool age, including but 

not limited to day care centers, Head Start centers and organizations providing day care services for children 

with disabilities.   

Head Start Center = Licensed or approved to provide nonresidential services to Head Start participants 

under the Federally-funded Head Start Program. 

Outside School Hours Center = A public or private nonprofit institution or facility or for-profit center that 

has met the state or local health and safety standards and  provides organized nonresidential child care 

services to children during hours outside of school.  (12 years and under) 

At Risk After School Snack Center = A public or private nonprofit organization (including a school) which 

provides children with regularly scheduled activities in an organized structured and supervised environment, 

includes educational or enrichment activities, and is located in a geographical area served by a school in 

which 50% or more of the children enrolled are eligible for free or reduced price school meals. (school age 

children up through age 18 – or 19 if the child turns 19 during the school year) 

 

Some of the 

information from prior 

years will roll forward.  

Review the addresses 

and update as 

necessary. 

 

 

 

 

 

 

 
CNP must receive your 30-day study documentation before approval will take 

place.  Mail, e-mail or fax your attendance roster and certification statement to: 

Ann-Marie Martin, Specialist 

Department of Education & Early Dev. 

Child Nutrition Services 

P.O. Box 110500 

Juneau, AK 99811-0500 

Annmarie.martin@alaska.gov 

(907) 465-8910 FAX 

Insert your Rate % 

Certification 

Numbers.  Leave 

blank until your 30-

day study is 

complete, which 

will be after October 

30, 2014.  This must 

be updated by 

November 15, 2014 

to be considered 

within deadline. 

mailto:Annmarie.martin@alaska.gov
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At-Risk After School sites – DO NOT CHECK SUMMER MONTHS 

Review contact 

person’s information 

and update as 

necessary (if you 

have more than 1 

site the contact 

person should be the 

staff member that is 

at the site, not the 

staff member who 

works at the main 

office).   

 

Review General 

information and 

update as necessary. 

 

 
 

 

May be found seriously deficient if current license information is not in the 

database.  Notify SA when moving.  Cannot claim meals if not licensed and 

updated information not approved in database. 

 

 

 
 

 

For-profit child care centers may nto claim reimbursement for meals served to 

children in any month in which less than 25% of the children in care (enrolled or 

licensed capacity, whichever is less) were eligible for free/reduced meals or were 

title II beneficiaries (Child Care Assistance). 

 

Review license # 

and Capacity & 

update if necessary.  

Fill in the two dates. 

 

 

 

 

 

 

 

 

 

For Profit Centers:  
Click how you are 

verifying 25% 

eligibility and input 

number in that 

category for 30-day 

study month. 

 

 

 

 



Page 10 of 11 
 

 
 Look for changes on question 46 – also include description of shift meals 

 

 
 

Look for changes on question 47 – list holidays you will be closed 

Review meal service 

information and 

update as necessary. 

 

 

 

 

 

Provide a thorough 

explanation for 

Question #45.  

 

 

 

 

If you provide meals 

on holidays check 

the appropriate 

boxes. 

      

 

 

Pricing Programs: 

Fill in price for 

meals  (N/A in 

Alaska)  

 

Click type of meal 

preparation.  If using 

a vendor or school 

click appropriate 

box. 

 

If using a vendor fill 

in blanks & send 

hard copy of 

contract to EED by 

prior to start of 

contract so it can be 

approved by EED. 

*CHECK to submit 

to the state when 

you’re ready for 

approval. 

Click “Submit” to 

save information. 



Page 11 of 11 
 

 
 

You should expect an Error if you haven’t filled in the enrollment information 

from your 30-day study or your for-profit eligibility information (if you are a for-

profit center). We understand that this is normally the last piece of your 

“paperwork”.  We will not pay your October claim until all your paperwork is 

submitted and approved. 

 

If you have not 

completed form it 

you will get an 

Error.  You can go 

back in and “Edit” 

the site sheet at any 

time.   

 

 

When your sponsor 

sheet is ready for SA 

to approve and all 

your sites are ready 

to approve go to the 

“Packet” bar and 

check the box and 

click “Submit”. 

 

SA will review your 

updates when 

you’ve sent it to the 

State for approval.  

 

SA will approve 

your submission 

when ALL of your 

paperwork is filed 

with SA.  Please 

refer to the e-mail 

with the checklist of 

required items 

attached.  

 

You will receive an 

approval letter via e-

mail that should be 

kept with all your 

FY2015 CACFP 

paperwork. 

 

 

 

 

 

 


